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: Contractor must e-mail postage summary reports (see Exhibit 9) for each
phase for each IRS service center to mary.g.duncan@irs.gov no later than the date specified in the schedule.  Postage
summary reports must show the GPO jacket number; the  number of pieces and cost of Carrier Route, 3/5 digit, and Basic
broken out by Service Center and the grand total, in a format similar to the one shown in Exhibit 9.  The reports are to
be submitted after the mail tapes are prepared following NCOA processing.  Contractors must also submit shipping
notification on the final day of shipping.

Contractor must also submit a load plan for each shipment and a signed Form 8125 as verification of the delivery
requirement.

Contractor is required to notify the IRS Office on the final day of mailing by FAX to 202-622-4139 (available 24 hours
a day).

The contractor must submit stamped copies of all PS Forms 3602 in a scanned or digitized electronic format (PDF, MS
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Office program) within 3 days of the date stamp to mary.g.duncan@irs.gov.  The electronically submitted PS Forms 3602
must contain the IRS Agency Cost Code 67039 in the appropriate box and the GPO Jacket Number.  The contractor must
also create an Excel spread sheet which lists all PS Forms 3602 sorted by date.  This spread sheet must also include the
amount of each PS Form 3602; zip code; vendor; GPO jacket number; and the Grand Total of all PS Forms 3602 (See
exhibit 10). 
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Zero Return Insert - White No. 2 Coated Text, Gloss-Finish, basis weight: 100 lbs. per 500 sheets, 25 x 38", equal to JCP
Code A182.
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6.4  Standard Mail Rate:  The Postal Service will verify the total weight of the mailing. No optional mailing procedures
will be allowed, all mail must be weighed. IRS will not apply for plant load authorization nor optional acceptance
procedures. The contractor must comply with all Domestic Mail Manual regulations governing use of Standard Mail (or
parcel post, for some bulk shipments).  The IRS will obtain the bulk mail permit for this mailing.  All stamped PS Forms
3602, with the IRS Agency Cost Code 67039 in the appropriate box, must be submitted in a scanned or digitized format
(PDF, MS Office Program) to mary.g.duncan@irs.gov. and must be completed by the date in the schedule for each
truckload shipment leaving the plant.   
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